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Standing Order (Goods) – Non-MarketPlace 
 

This form is used to create a standing order for a type of tangible good or a series of specific item (ie, 
mice, flu vaccines, Botox, oligos, primers, etc).  This form is NOT used for your general tangible 
supplies.  You may call or fax the amounts needed to the vendor.   The minimal amount to create a 
Standing Order is $500.  Read the Instructions area of the form for detailed information. 
 

1. Type the vendor name in the Enter Supplier field 

a. A list of names will appear 

b. Select your vendor  

2. Type in Product Description field why you are opening up the standing order 

3. Type in the amount of the standing order in the Quantity field 

a. Do not use dollar signs ($) or commas (,) in this field. 

4. Type in the commodity code in the Commodity Code field 

a. Select the   link across from Commodity Code 

b. In the field type in the item (only use one word) 

5. Select the  button in the upper right hand corner Available Actions 

6. Follow the steps on the cheat sheet Finalizing your cart 

Note:  This is not used for vendors that sale many types of goods (ie, Fisher Scientific, Sigma Aldrich, 
Denville Scientific and VWR) 
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