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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. 

 

 
 

Click on “non-catalog 

item” to access the 

entry form. 
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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. 

 

 
 

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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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.  

 

 
 

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.   

 

 
 

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. 

 

 

Supplier Name & Address are entered. 
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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. 

 

 
 

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. 

 

It may be possible to 

go out to the supplier 

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

 

If ordering only one, click SAVE and CLOSE.   

 

 
 
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”. 

 

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

“Commodity Codes”.  

One Item: 

Save and Close 

More than One:   Save 

and Add Another  
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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.  

 

 
 

There are occasions when the system returns the requestor directly to the “Active Cart” page.  

Completing an order requires review on the “Active Cart”.   

 

 
 
To complete the order, refer to the training guide entitled, “Completing and Placing the 
Order”. 

Carts Tab to open the 

cart/requisition. 

Active Cart 

 


