
Creating a Non-Catalog Purchase 

1. Click on Procurement Request in the Forms area: 

 

2. Pick a supplier and click Next. 

 

 



3. Add attachment(s) (often a quote) and click Next. 

 

4. Form Fields (Part 1) Answer all questions on this page and click Next.

 
 



5. Form Fields (Part 2) Answer required questions.  If you worked with a specific person in 
Procurement, select that individual.   

 
 

6. If this a non-catalog purchase, and is the only item, click Add and Go To Cart.  If you 
have another line item to purchase from this supplier, skip this and to go Step #7. 

 



7. If there is more than one line item for the same supplier, follow the instructions in this 
document.  Repeat Steps #4, #5, and #6 or #7 until you have entered all lines. 
 

 

 

8. You will then be able to go to your cart and Assign Cart or Proceed to Checkout the 
procurement. 

 

https://procurement.umbc.edu/wp-content/uploads/sites/145/2026/08/Adding-a-Line-to-a-Req.pdf
https://procurement.umbc.edu/wp-content/uploads/sites/145/2026/08/Adding-a-Line-to-a-Req.pdf
https://procurement.umbc.edu/files/2021/11/Assigning-Shopping-Carts.pdf
https://procurement.umbc.edu/files/2021/11/Checkout-Process-Final-111521.pdf

