Vendor List Instructions

1) Use correct product categories on your orders 

Be sure to use the correct product category on each line item of your order. This should be done by recognizing what commodity the item would be and not how it is being used.

Example: You are ordering computer parts for a lab. The computer parts are considered 
“Computer 
Equipment and Accessories” not “Laboratory Equipment or Supplies”. 

For a list of all product categories and the Vendor List vendors associated with these categories you can go to the Purchasing website at: http://www.purdue.edu/Purchasing/Buying/goodsAndServices.html and click on: SRM Vendor Lists. Use this list for reference only and to get familiar with the product categories. If there are items you consistently purchase you may want to complete a Quick Reference Card for Vendor Lists located on the Purchasing Website at: http://www.purdue.edu/purchasing/doc/QRC_Vendor_List_Card.doc.  To order from a Vendor List vendor see instructions below.

2) Vendor List vendors are those vendors that Purchasing has “pre-approved” for orders up to $10K that will not require Purchasing to process. You must select the Vendor List vendor per below instructions. DO NOT type in a Vendor List name or vendor number, if you do this the system will not recognize them as a Vendor List vendor and the order will come to Purchasing for approval.

How to Select a Vendor List Vendor:


Click Describe Requirement. 
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Fill in all necessary information (Description, Quantity, Price).  Remember to never select the ‘Services’ radio button, even if you are intending to buy services.  Select a product category and click Start.
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Go into the line item details by clicking on the magnifying glass.
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Click >Sources of Supply/Service Agents to see the list of approved vendors.  Some product categories have many suppliers.  Be sure to use the arrows to scroll through those with multiple suppliers.
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Select a vendor from this list by clicking on the “radio button”.  

Click Assign Vendor.
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3)  Assign a vendor to EACH line item of your shopping cart

If you do not assign a vendor to each line item on your shopping cart it will forward to Purchasing for approval.
If you have a multi-line order, once you assign your vendor to line one, you may copy to your remaining lines and change your description, price, etc. accordingly.
The vendors that are listed with radio buttons are the vendor list vendors.





If you select a vendor from the vendor list, the vendor will show up under ‘Sources of Supply/Service Agents’ as the vendor.  This order will not come to Purchasing Services unless it is over $10,000.





If you do not select a vendor from the vendor list, the vendor will display under ‘Sources of Supply/Service Agents’ as a preferred vendor.  Also, you will still be able to see the vendor list.  This order will come to Purchasing Services.





Vendor List
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