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Creating an Order from a Non-Catalog Supplier
What is a “non-catalog” order?

SupplierConnect allows you to quickly and easily add non-catalog items to your cart. Non-
catalog orders are orders to suppliers that are not listed among the “Punch Out” or “Hosted”
catalogs. SupplierConnect’s supplier database was populated with Banner Vendors,
therefore, vendors you have used should be in the system. If you are unable to locate a
vendor or wish to have a vendor added, please contact SupplierConnect@hacc.edu.

There are no icons for non-catalog suppliers on the main page but you can access the “non-
catalog” order form from the main page.
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Starting a “Non-Catalog” Order:

When the “Go To: non-catalog item” is clicked as shown in the above illustration, the “non-

catalog” form below opens.

Non-Catalog Item ? K

Enter Supplier I

or
supplier szarch

Product Description Catalog No. Product Size Quantity Price Estimate Packaging
ﬂ [ I | = | EA - Each =l

255 characters remaining ==pand | clear

- Hids product details

Commodity Code | I P T & controlled substance
Manufacturer Name . M €% Recyclad
Manufacturer Part No | T # hazardous Material

T & Redicactive

M & Rrad minor

M & salect Agant

% Tosin

T B energy star

I & Green

[ Saveandclseiin|| save and Add Another close

Enter a supplier name or you may search for a supplier name. If the choice is to enter a
supplier name, as the name is typed a selection or selections automatically are provided to
choose from. In the example below, “Carolina” was entered and an option of Carolina
Biological Supply Co. appeared. Clicking on the name will enter this as the choice.

Enter supplier name and
choices appear to choose from.
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| Carolina Biological Supply Co ~ —e=— ‘
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Product Description Catalog No. Product Size Quantity Price Estimate Packaging
ﬂ I 10 = [ [Ea - Each

255 characters remaining expand | clear

- Hide product details
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Non Catalog Supplier Search cont’d.

If the choice was “supplier search”, the screen below appears. Type in a supplier name (or a
portion of the name) followed by clicking SEARCH and a choice(s) is provided.

£ | https://solutions sciquest.com//apps./Router/MonCatalogtem SupplierSearchPopup % @;
Supplier Search 7
Supplier ICaroIina
Results per page 20 =
Search | Cancel |
|
Results per page |2C| 'I Suppliers found: 1 4 Page I 1 'I of1 [ 2
Supplier Name / Address Select
Carolina Biological Supply Co
Fulfillment Address 1: Selact
Purchase Orders 1: 2700 York Rd Burlington, NC 27213-33%8 US Selact

Clicking “Select” will open a window with the chosen supplier name to allow the entry of
the product description, catalog #, UOM (unit of measure), price estimate and packaging.

Sunnlier Name & Address are entered.
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Often times by clicking on the supplier’s name on the “Supplier Search” screen, the supplier
may have provided their website link. Clicking this link will take the requestor to the
supplier site.

DO NOT ATTEMPT TO BUILD THE CART IN THEIR WEBSITE. Rather use

their site to collect the information needed to complete the non-catalog form.
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Supplier
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Carclina Biological Supply Co A1
Carolina Biclogical Supply Co
Purchase Orders 1:

2700 York Rd

Eurlington, NC 27215-3398
us

003219789
+1 (800) 227-1150
+1 (800) 334-5551
~1 (200) 222-T11Z
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DUMS MNo.

Fhone No.
Toll-Free Phone No.
Fax Mo.

E-mail

Federal ID MNo.

Commaodity Code

Technical Contact
Mame
Phone No.
Toll-Free Phone No.
Fax Mo.

E-mail

In this example, clicking Carolina Biological Supply Co. goes directly to their website to find
product descriptions, catalog #’s, unit of measures, and a price estimate.
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Go back to the non-catalog form and fill in the information. In this example the description
is “Real-Life Science 4-Book Set”, the catalog # is 451208, the quantity is “1” and the price
estimate is $50.00.




Filling in the “non-catalog” order form cont’d.

If ordering only one, click SAVE and CLOSE.

Non-Catalog Ttem B
Carolina Biological Supply Co ==l=ct different supplier
Fulfillment Address Purchase Orders 1: (prafarrad)
2700 York Rd
Burlington, NC 27215-3398 US
select different fulfillment center

+ Show distribution methods

Pro.

cription catalog No. Product Size Quantity Price Estimate  Packaging
i=nce 4-Book Set ﬂ 451208 I = [T [50.00 [Ea—E=ch =1

227 charzcters remzining expand | clear

Real Lifs

- Hid= product details

Commodity Code [ |searc b I €& controllad Substance
Manufacturer Names | — M &% Recycled

Manufacturer Part Mo | | Hazardous Material .
' P g e el More than One: Save

Eaene and Add Another

One Item: o
- ﬁasnf"ﬂ;/
Save and Close [

[ SaveandCiosa | Save and Add Another || Closa |

If ordering more than one, click SAVE and ADD ANOTHER. This will keep Carolina
Biological Supply Co. open but clear the “product description”, “catalog no.”, “quantity”, and
“price” fields for the next item to be ordered. Notice the form populated the previous order
information under the heading “Recently added items”.

Non-Catalog Item 7| x
Recently added items:
Suy Product Description Catalog No Size / Packaging Unit Price Quantity
ca Bislogical Supply Ca Real Life Science 4-Book Set 451208 50.00 USD 1EA
Ea

Carolina Biological Supply Co ==l=ct different supplier
Fulfillment Address Purchase Orders 1: (preferrad)

2700 York Rd

EBurlington, NC 27215-3398 US

select different fulfillment centsr
+ Show distribution methods
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M & Select Agent
% roxin
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Save an: d Close Save and Add Ancther | close |

Note: Commodity Codes will need to be entered. Refer to the training guide entitled,
“Commodity Codes”.




Non-Catalog Order Closed and Saved Cont’d.

At this point the requestor is returned to SupplierConnect’s main page. Click on the “Cart”
tab on the main toolbar.
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There are occasions when the system returns the requestor directly to the “Active Cart” page.
Completing an order requires review on the “Active Cart”.
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Supplier / Line Ttem Details ?
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Purchase Orders 1
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To complete the order, refer to the training guide entitled, “Completing and Placing the
Order”.



