Smart Source Step-by-Step Guide
Adding a Non-Catalog Item to a Cart

Procedure

DREXEL UNIVERSITY

1. Smart Source home page, select the Non-Catalog link.
Smart Source

ﬁﬂ Procure to Pay ?

! '™ Shop | Shopping = Dashboard | Shopping Home | Home/Shop

Shop | Everything E” | m
Go to: advanced search | favorites | forms g itemf] quick order Browse: suppliers | categories | contracts | chemicals

Welcome to Drexel Smart ¥ Hosted Catalog Suppliers ?
Source .

Jenny Kaus ¥ % | Action Items [30] | Notifications [66] | ™ 0.00 USD | @

2. The Non-Catalog Item form appears.

Non-Catalog Item

Enter Supplier |
or
supplier search | Supplier nat known
Product Description Catalog No. Quantity  Price Estimate Unit of Measure
al | | |[EA-Each
254 characters expand | clear
remaining

(IRt Save and Add Another | Close |

3. Start typing the name of the preferred supplier in the Supplier_field. Suggestions will

automaticallz aEBear as zou gee.

Non-Catalog Item

Enter Supplier  |care |
Carefusion Corp
Ludo Carel Peter Scheffer

Product Description Catalog No. Quantity  Price Estimate  Unit of Measure

Zl | | [ea- Eacn
254 c_h?racbers expand | clear
remaining

Save and Add Another | Close |
e e e L e iy e e
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Non-Catalog Item |

Enter Supplier
or
supplier searc| Supplier
Product Description Catalog No. Quantity  Price Estimate Unit of Measure
E4 - Each
254 characters expand | clear
remaining

LSUEED ALY Save and Add Another | Close |

Crusbrumnd fardatnile Aan b wni cnn

5. Populate the Product Description field with as much information about your request as
possible. Include things such as specifications, measurements, and any other details that will
help the Procurement Services team obtain the desired items. Include the catalog number (if
applicable) as well as the quantity and price estimate. Once you've provided the required
information, select the Save and Close icon.

Non-Catalog Item

Carefusion corp select different supplier
22745 Savi Ranch Pky, Yorba Linda, CA 92887 US

[ Distribution Methods

Product Description Catalog No. Quantity  Price Estimate Unit of Measure
Phenomenax Synergi 2.5um Fusion RP =1 |34272657 10 158.45| EA - Each

1004 New Column 30 x 2.0 mm ¥

192 characters expand | clear

remaining

ave and Add Another | Close |

6. The item has been successfully added to your shopping cart.

7. Select the shopping cart icon to view the contents of your cart. Select the Checkout icon to
complete the shopping/requisitioning process.
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Smart Source
'™ Shop | Shopping = Dashboard & Shopping Home

Jenny Kaus ¥ % | Action Items |E| Notifications |E| W 158450USD | A

Procure to Pay
2014-09-08 KAUSJK 01

Phenomenex Synergi 2.5um Fus...

. e o (B
no image View My Cart

available Checkout

Shop |Everything E

Go to: advanced search | favorites | forms | nen-¢ 1.,584.50 USD

Welcome to Drexel Smart ¥ Hosted Catalog Suppliers ?

You have successfully added a non-catalog item to a cart.
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