
Quick Reference Card for Requesters
This document is to assist requesters in placing complete and accurate orders in SRM and will help expedite the order process. This is a brief checklist and is not meant to replace in-depth SRM Training. 
1) ePlus Catalogs: Use catalog vendors whenever possible, this will insure correct description and price and expedite your orders. Access the catalogs by clicking on “ePlus Technologies” versus using the “Describe Requirement” feature in SRM. Catalog orders totaling up to $10,000 will go directly to the vendor without requiring Purchasing approval. The current list of catalog vendors are as follows, this list will continue to change as we add or delete catalogs. NOTE: Do NOT put information in the Vendor Text field or attach “external” attachments on catalogs with the “cxml” output method as this will cause the orders to fail. 
Punchout Catalog - Output Method


CIF/Local Catalog – Output Method

Cannon IV - HP printers/supplies - cxml


Airgas – Gases - fax





CDW - Computers/computer hardware - cxml

Applied Ind. Tech – Industrial adhesives and fittings - email




Dell- Computer hardware/Microsoft Software
 - cxml

Bio-Rad - Lab supplies/equipment - email
GovConnection - Computer hardware/Adobe – fax

Creative Solutions - Toner cartridges - fax
Guy Brown - Office Supplies - cxml


Ecolab
- Lab supplies/equipment - fax
Kirby Risk - Electrical Supplies - cxml


Fastenal – Tools - email

Newark
- Lab supplies/equipment - email


Fisher - Lab Supplies - email


Sigma Aldrich - Lab Supplies - cxml


Flex-Pac/Schnaible – Cleaners, cleaning supplies - fax
VWR - Lab Supplies – cxml



GW Berkheimer- Lab supplies/equipment - fax







HP Products - Cleaning products - 
fax









Indiana Oxygen – Gases - fax







Invitrogen - Lab Supplies- fax








McKesson Med- Medical supplies/equipment - fax







Meunier Electric - Electrical supplies - fax







Perkinelmer- Lab supplies/equipment - fax
2) Vendor Lists: If your vendor is NOT a catalog vendor they may be a Vendor List vendor. Use the Vendor List process in this instance by selecting the appropriate product category that Purchasing has assigned to the Vendor then “assign” the Vendor to the cart by clicking the radio button beside their name (you cannot type in their vendor # for this to work)
Vendor Lists by Product Category: http://www.purdue.edu/purchasing/
Vendor List Instructions: http://www.purdue.edu/purchasing/SRM/srmInstructionsManual.html
3) Preferred Suppliers: Preferred suppliers are those selected by you from the whole list of over 10,000 suppliers in SRM that are not a Vendor List or Catalog vendor. When searching for a Preferred Supplier be sure the drop down box at the top of the search page is set on “Vendor”  (not “Vendor List”).  If you assign a “Preferred Supplier” to your cart it will come to Purchasing for processing. Use Catalog vendors or Vendor List vendors whenever possible. 
4) Finding Vendors in SRM/ New Vendors: Contact Purchasing if you cannot find your vendor in the system. They can help you find them or advise you of an alternate. You may also want to check the Cross Reference list in case your vendor is listed under another name: https://www2.itap.purdue.edu/Purchase/nonentry/   
5) Update User Profile: Be sure your profile is updated so the vendor can send email confirmations for your order. See instructions: http://www.purdue.edu/purchasing/SRM/srmInstructionsManual.html
6) Product Description:  Type part #'s, model #'s and description of product in the “Line Item Description” or “Vendor Text” fields this will assist the vendor in shipping the correct product.  

7) Pricing: Always note where pricing was obtained: (email, phone call, website, etc). If you have a quote in writing it should be attached to the cart as an “internal” attachment. 

8) Text/ Notes/Attachments:  Note any information pertinent to the order on your cart. Be sure to distinguish between internal and external notes/attachments. 

a) Vendor Text field - is considered external text and will print on the PO to the vendor. (See cxml note in item #1)

b) Internal Notes field - is considered internal to Purdue and will not print on the PO to the vendor.

c) Approver Note field – is considered internal to Purdue

d) Attachments are external unless the “Intern” box is checked beside the attachment. ONLY vendors receiving 



PO’s via email from Purdue will see external attachments. Most vendors should not need a copy of their own quotes as an 
attachment. The quote # can be referenced in Vendor Text. (Purdue documents and emails should be considered


internal attachments)

9) Unit of Measure: Use the correct "unit of measure". Do NOT use “1 Lot” for your orders. This causes issues for payments. 
10) Orders of $10,000 or more: Contact Purchasing if your order totals $10,000 or more so they can advise if a competitive bid or Waiver document is required. Advance notice to Purchasing will speed up the overall order process. 
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