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IMPORTANT NOTE BEFORE PLACING AN ORDER!
1 Please do not add a UNSW Store item with a Hosted Catalogue or Type In item in the same shopping cart as it will not be processed properly.
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Follow the quick reference guide for Hosted Catalog Purchasing Procedure with the addition of the step below:

Step Screenshot
In Step 4: Edit Details of the Hosted
Catalog Purchasing Procedure guide: Hosted Catalogs

@ Click on the dropdown icon and (i =1 -

select Edit Details.
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(2) In Internal Note section, it is & =T, e .
compulsory to provide the D =2 i v -
fOIIOWing information: N - ._?'. L @ Pt%fluantrty Pa.cj(age Unit of Measure ; Number Units/Item ]
' Name of requestor S T e Currancy
T RSC approval number 7 E v
1 User license number e C?
Note: Failure to provide the required -
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information may result in the line item
being rejected.
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/content/dam/pdfs/unsw-adobe-websites/planning-assurance/safety/jaggaer-cim/4-Hosted-Catalog-Purchasing-Procedure.pdf



/content/dam/pdfs/unsw-adobe-websites/planning-assurance/safety/jaggaer-cim/5-Type-In-Purchasing-Procedure.pdf
https://vendor.fin.unsw.edu.au/vendor/index.php
https://vendor.fin.unsw.edu.au/vendor/index.php
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