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Important Program Information 

 

 

• Delivery lead time is typically 1 to 2 business days following order approval. 

 

• RESTRICTED ITEMS -   

o If an item is restricted, a requisition must be entered in PeopleSoft. 

o If you are going to use an item frequently, you may request that it is added to the 

formulary – contact Deborah Moore. 

o Requisitions for restricted items are processed once a week, unless a rush is 

requested. 

o Be sure to include your name, cost center, location and phone # on all 

requisitions. 

 

 

• APPROVAL PROCESS 

o Approvers will receive an email to approve/edit/deny an order.   

o This process can be completed by clicking the link in the email, logging onto the 

website when prompted, then selecting the desired response 
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Ordering Process Summary 

 

 

Step 1: Enter “Login Name” and “Password” 

Step 2: Scroll to “Shopping Lists” and begin ordering 

Step 3: Quantity boxes will have a quantity of 1.  You select the items you need by checking 

the box to the right of the item, after adjusting your quantity. 

Step 4: Click “Add to Cart” 

Step 5: When Order is complete, Click Cart, then Check Out 

A. Review shipping information and contact information 

B. Proj ID – Optional – only for grants 

C. Cost Center – drop down menu - select 

D. Loc/Ext – IMPORTANT – for main hospital – example: West/rm 5200/x1234 

E. Click Place Order 

Step 6: Email will be sent to Approver notifying them to approve/edit/deny the order 

Step 7: When order is approved, you will received an email notifying you.  Delivery time starts 

once you receive this email. 

***         Check out process is the same for office supplies and business cards 
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Ordering Process Steps 

 

 

 

Step 1: Enter “Login Name” and “Password” 
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Order Process Steps 

 

 

Step 2: Select “Shopping Lists” 
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Ordering Process Steps 

 

 

Step 3: Select a Shopping List 
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Ordering Process Steps 

 

 

Step 4: Select the items to order 

A. Enter quantity for selected item 

B. Click box to right of item 

C. Click add to cart 
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Ordering Process Steps 

 

 

Step 5: When Order is Complete: 

A. Click Cart 

B. Click Checkout 
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Ordering Process Steps 

 

 

Step 6: Review Checkout Page information 

A. Review User and Delivery information 

B. Add additional email confirmation if applicable 
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Ordering Process Steps 

 

A. Enter Project ID if applicable 

B. Enter Name 

C. Select Cost Center (may be defaulted) 

D. Enter Location and phone extention 

E. Click “Place Order” 
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